APPLICATION FOR RECORDS DISPOSITION STANDARD | .
o / o

INSTRUCTIONS: Prepare in duplicate and ‘forward to the Records Management Analyst, Management Systems Division '
3. Dept , Division, Subdivision & Administering Office Address i FOR RECORDS MANA_GEMENT DIVISION USE

! ~ \Date Received  Application No. Date Compieted

Department of Finance and Administration, JuL 311978 Q.U ME 8 178
: Division of Contracts and Procurement '
Peachtree Summit, 401 W. Peachtree St. NE |- Application 2. Dept. Application No.
Atlanta, Georgia 30308 '

| 286-5273 |

4. Perton to Contact 5. Working Title J 6_. Telephone Number

U. C. Burnette Manager of Contracts

7. Action Requested
a. 13t Establish Retention Schedule; record will continue 10 accumulate.

b. [ Dispose of present accumulation; no‘?urther accumulation anticipated.

c. [J Amend Application No. . . Check One: [J Change; [ Supercede; (O Void
8. Dates of Series 9. Records Series Title (followed by title used in office; if different)
Eadtiest L atest
1972 |Present Construction Contract Working Files
10. Divﬁ)n and Office Function What is the function of the Division and the Office in which this record series is created?r

?he Division of Contracts and Procurement is responsible for developing, maintaining, and }
1mp1?menting Authority-wide purchasing procedures, consultant selection procedures, cen-
tralized contracting procedures, and all competitive bidding on contracts under MARTA Act.

Specifically, the Division is responsible for the purchase of bus parts, materials and ser-
vices for transit operations; purchase of office supplies, furniture, equipment, miscel-
laneous services and concessions; administrative management and documentation for all
consultant, construction and demolition contracts and federally-funded procurements; main-
tenance of all official contract files, bidder's lists, vendor file directories, contract
lists, and related special reports. The Division is responsible for the retention and
maintenance of all contracts and related contract documents so that they are available for
audit and periodic review. . ‘ '

-1 1. Re&:‘rd Seriés Description Tﬁsf—nle coma‘rr;the following (Ecdment-s*ﬁncluda_form numﬁé};—;; ;IJBS if any):
Attach samples of the file.
Documents relating to: Advertising, opening bids , evaluating, and awarding contracfs
to provide specific construction services or long-range

procurement items to the Authority.

. Included are: ) s .
Approvals, advertisements, and conference minutes prior to

bid opening; records of bid opening and tabulation; low
bidder evaluation requests and responses; award advertise-
ments, Board Package, and Notice of Award; post-award -
documentation; contract drawings and specifications; and
related correspondence. '

File is arranged: Alphanumerically by Construction Contract Unit Number,
then by file section number.

12. Monthly Reference Rate How often are records referred to which are:

One 10 six monthsold _ 20 = 25_ : Seven to twelve months oid __] 5 =20 ;Thirteento twenty-four'months od__15 - _2Q .
twernity-five months and older _LO__':_:L_EL ?

{EED l_\;lnual Rate of Accumutation of Records

Letter-size drawers S Legal-size drawers e ; Shelves ‘ 3 : Other (Mi@ ) 40 hﬂngin.g__fi_'l_ N _
o | B N\ 12 x 18

3012 {3/76}




_EJE__ 14 __guesnonnanre {Place an )9 in the _r._v[g_per column} Y - ]
a, Is this the ofhmal copy of the series?
X if not, where is n? . ' ' ’ : .
) b Does the series contam conhden:aTlr;?d;_m;;;; ;eaﬁég;c‘:;li‘f;andllng? " ves cne mr fe&ulanon ST T ﬁﬁj
x I ' ) \
T R BT S
X i Dud"}tlfl. L mﬁ'. hJve historieal on Iong tem eseach vidune? —T
o Whaeiv o on Iwu Ao vnennts e e Bl nuikes o Becesary 1o kesepy dbe et Bile Ton o lonwy penod . conded these dosuanients, I:(
X scheduled separately?
;;Lk f.fvlhs_t;-n:mformauon contameci in this senes ever pubhshed’ I ves atta;:i;_cé[;\;_ e
AT 1T 9. 15 the information contained in this saries ever nalyzed sndior recorded in a summarized report? T e T
x| 1 yes, auach copy. —
h. Is there a duplication of this series in vour otfice, or in another office or agency?
. lx.) lf ves, where? e o o S
- i. ls this sf‘l‘i’i?’;a. ma;ar pornon of it} regularly mlcrofuimed? e — )
_;{‘_J e Qge_s_t_hg_r_.ef’ord series re%ult m a computeriﬂqpﬁ!ohu_t? e :-_m_ B ' r__:—jh T
15, Retenuon Requirements The following requires lhe series 10 be kept:
a. State Law —_— e e ... Years. d. Audit period S )11 /%
b. Statute of limitation — vears, e. Administrali've need e e Y@ATS,
¢. Federal law —_— e e Yea@rS, 1. Federal retention instructions ‘ .._____3.__ e years.

conm.
wmTA I.D-41 3/ufy

T e T e - —— e e © T L mmrr = e At -

— — e e

- —m .. _. y8arls}; then
- —_ yearls); then

Transfer to local holding area; hoid
] Transfer 10 State Records Center; hold
O Destroy. . . ’
(7] Transfer to Stare Archives 161 permanent retention. s
B Geher (Specify)

'Hold in current files area until Board acceptance of the contract or
final payment under the contract.

Then: transfer to Authority records center. Hold for three years
past completion of MARTA project; then destroy.

These instructions appty to all prior and fulure accumulations ol 1he series

{Indrcate briefty rationale for recommendations abovefor write addynonal remarks):

. o e completon PIARTH s
Attach copy or excert of laws or regulations. Explain administrative need.

16. Approved Disposivion Instructions This agency recommends that the file series be cut off at the end of each:
['] Calendan Yeat; [ Fiscal Year: B Other €08 M U 1171,
[] Hold in the current filesarea ______ _ monthis) __ . ____ yearis): then

'| 7. APPHOVA LS
Approved  Department Records Management Officer

balé - Lﬂgal

T Aan ’

Apprmrad TMARTA | Management Advisory Committas Dato
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’ ovod Zpattment ot Archwas and grzar\r 1




